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SUBJECT: PERFORMANCE EVALUATION

PURPOSE:

To provide a systematic method for the appraisal, recording and improvement of the work
effectiveness of employees.

POLICY:

All employees shall have their job performance evaluated on a systematic, scheduled basis.
Timing of such performance appraisals will depend on the status of the employee, the type of
personnel action involved and, in certain cases, by bargaining unit involved. For further
information, see the Supervisor's Guide to Performance Evaluation manual. ,

RESPONSIBILITIES

Basic responsibility for effective administration of the performance evaluation system shall be
in the individual departments with the Human Resources Department providing support

services.

STANDARDS

Each department is expected to develop and use performance standards covering the various
job classes utilized in the department. These performance standards should reference the
quantity and quality of work, the manner in which service is rendered, and such characteristics
as shall measure the value of individual employees in those job classes.

Employees shall be informed of such performance standards prior to being evaluated against

them.

PREPARATION

All employees shall have their job performance evaluated by their immediate supervisor on
a systematic, scheduled basis as listed below.

Regular Full-time Employees

Probationary Period Evaluations - For employees in regular full-time positions, following
original hire or promotion, the following evaluation schedule applies based on bargaining unit

or group of classes:
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Length of No. of
Unit/Classes Probation Evaluations Evaluation Schedule

Public Utility Field 6 months 2 - at 3 months
Palice (other than officer) - prior to 6 months*
Fire (Promotional)
General, Refuse, Fire, Police, 12 months 3 - at 3 months
Management Classes - prior to 6 months*

- prior to 12 months
Police Officer 18 months 4 - at 3 months

- prior to 6 months*
- at 12 months
- prior to 18 months™®

*Evaluations that consider a merit increase when employee starts at Step 1.

Annual Appraisals - Employees in regular full-time positions will have their performance
evaluated once each year on their anniversary date. For employees in regular part-time
positions, yearly evaluations will be required, since up to two years may be required before

eligibility for a merit increase evaluation is attained.

Regular Part-time Employees

« Upon completion of 520 hours of work
»  Prior to completion of 1,040 hours of work
«  Prior to completion of 2,080 hours of work

Temporary Employees - Performance evaluations will be required as follows:

- At 6 months from hire date
At least once each calendar year thereafter, based on the hire/anniversary date

To substantiate each merit increase (if applicable) based on work hours as for permanent
part-time employees _

L]

Merit Increase Evaluations - For employees in regular full-time and permanent part-time
positions of a job class whose salary range has steps other than a flat rate, the following schedule

applies only when performance is satisfactory:

Step 2 prior to completion of 6 months (1,040 hours) of service
Step 3 prior to completion of 12 months (2,080 hours) of service from Step 2
Each succeeding step to maximum rate prior to completion pf 12 months (2,080 hours)

of service from preceding step

Special Evaluations - Special or supplementaf evaluations may be initiated by a supervisor
whenever the supervisor believes it to be in the best interest of the employee, supervisor, or
department to do so. This type of evaluation is usually made whenever an employee’s perfor-
mance and/or work conduct has markedly changed since a previous evaluation or whenever an
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employee has failed to improve after a previous less than satisfactory evaluation, counseling or
training.

All performance evaluations shall be recorded on the City Performance Evaluation form,
Supplemental department specific evaluation forms and additional explanatory pages may be

added as necessary 1o provide a complete evaluation.

THE EVALUATION FORM

The City of Riverside Performance Appraisal consists of the foliowing sections:

Part | - Key Results - This section is comprised of three subsections: (a) Objectives
Accomplished; (b) Additional Accomplishments; and (c) Unaccomplished Objectives. This
information provides feedback to employees on key objectives developed at the beginning of
the performance evaluation period. Supervisors compare the accomplishments with the
planned objectives. The opportunity is also available to acknowledge accomplishments that
exceeded the planned objective(s) or that were not achieved. This section has a direct relation

to Section VI (Performance Improvement Plan).

Part Il - Job Behaviors - Job Behavior provides employees with the supervisor's observation
of daily work habits and behaviors. Supervisors should use the whole evaluation period to
determine the employee’s behavior. Each behavior has an applicability rating from “critical”
to “not applicable.” Critical is defined as those behaviors which can cause severe conse-
quences to the department or co-workers. Applicable behaviors are perinent to those
regularly performed activities. The behavior should have direct relationship to the compiletion

of the planned objectives and daily work activities.

Part Il - Overall Performance - This section has a direct correlation with Sections 1 and 2.
After developing and/or applying job standards and evaluating an employee's job
performance, an overall evaluation rating is to be given. There is no formula for determining
this overall rating. The supetvisor has to consider the employee’s performance in six perfor-
mance areas against the standards of performance expected of all individuals performing
those duties in the department to make this decision. The overall rating should be consistent
with the employee’s completion of major objectives and their regular work behavior,

Part IV - Promotability Index (optional) - Promotability Index provides feedback to the
employee on their potential to assume a higher position in their career field. Supervisors
should only focus on the promotability in a related career ladder. Supervisors should base
their judgment on the success in the employee's current job functions and their success in
assuming more complex responsibilities. Supervisors should also consider employee's

completion of their developmental action plan.

If the employee is not interested in promotional opporiunities, this section should be
disregarded.
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Part V - Performance Development Plan - The Developmental Action Plan provides the
employee with a plan to aid in improvement and correcting deficiencies or assist in
development toward promotion. The plan should be specific and able to complete during the
evaluation period. Multi-year plans of action (schooling, apprenticeships, more complex work
assignments, City-wide training, etc.) should be broken down over the number of years
needed for completion. The plan must be completed when employees are deficient (overall
rating of 1, 2 or 3) and there are major obstacles for achieving a satisfactory performance
evaluation. Action can include completion of courses and/or change in behavior. Supervisors
should refer to documented incidents that are causing problems in performance.

Part VI - Goals and Objectives for next Performance Appraisal Review Period - This is
probably the most critical portion of the performance appraisal process. The supervisor must
discuss the key objectives to be accomplished during the evaluation period with the employee.

Supervisors should consider the goals of the division or department and how the employee’s
job performance will affect their achievement. Employee comments and recommendations

are encouraged.

This portion of the evaluation should be periodically discussed with the employee during the
following evaluation period. Supervisors are to refer to the planned objectives when
completing Part | (Key Results) at the end of the evaluation period.

Part VIl - Employee’s Comments and Signature - The employee's signature is an
acknowtedgment that the performance appraisal was discussed. The signature does not
necessarily mean that the employee agreed with evaluation content. If there is a refusal 1o sign
a performance evaluation, the supervisor shall have the refusal witnessed by another
employee with the refusal noted on the performance evaluation and signed and dated by the
witness. The employee may enter remarks in the space provided or attach a separate written
response specific 1o the evaluation. Performance Evaluations shall also contain the signatures

of the rater, reviewer and/or department head.

Upon completion of the department review, an employee shall receive a copy of the
performance evaluation and the depariment may place a copy in an internal file.

Part Vill - Human Resources Review and Signatures - The Human Resources Department
will review completed evaluations, as appropriate, and will maintain a copy of the evaiuation

in the employee’s personnel file.

PROCEDURE:

Responsibility Action

1. Provides the evaluation date for each
empioyee to the department and monitors the
timeliness of the evaluation, especially for the
end of probation period, and maintains each

Human Resources



Supervisor

Division Head

Department

Attachment:
1.

Head

Performance Evaluation Form
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employee’s performance appraisal history in
his/her personnel folder.

Assists in the development of job related
standards for each job class supervised;
completes the performance appraisal
accurately and objectively on the basis of
observation and/or knowledge of an
employee’s work; reviews and obtains approval
of performance appraisals within the
appropriate departmental line of authority;
conducts the evaluation interview with an

employee.

Develops job related standards for each job
classification in the division; receives andior
distributes performance appraisal forms to the
appropriate supervisors; reviews completed

evaluations.

Approves all job related standards and
reviews, approves and signs each completed
performance appraisal. This responsibility may
be delegated in the larger City departments.



Name:

CITY OF RIVERSIDE

PERFORMANCE APPRAISAL

3 MONTHS PROBATION REVIEW

6 MONTHS PROBATION REVIEW

ANNUAL REVIEW

o o o o

INTERIM REVIEW

Position Title;

Department:

Date of Last Performance Review:

Review Period:

Supervisor's Name;

Supervisor's Title:

Date Started in Current Position:

Due Date of this Performance Review:

Next Review Date:

Social Security No.




ART 1 - HESULTS
8, Objectives Accomplishad

List the specific goals and objectives accomplished by the employee during the appraisal period, compared with the resuits expected
from goals established in the previous appraisal (Part V1), or in other statement of goais and responsibilities from job descriptions, etc.

B. Additional Accomplishments

List any exceptional accomplishments not shown in Section A above that the employee achieved and which deserve recognition during
the appraisal period.



List the specific goals and objectives not accomplished by the employee during the appraisal period, compared with the expected results
as defined in the previous appraisal (Part V1), or another statement of goals and responsibilities from job descriptions, etc. State why
the expected results were not achieved.



Behaviors Anplicability Evaluation
How productive is the [ Critical il O O u
employee? (Quantity of D3 Applies Quantity of work completed Is Mests and occasionally Consistently produces high Always exceeds productivity
work?) Work completed not acceplable. exceeds standards, rarely volume, frequently exteeding standards, objectives and goals.
on time? 3 Does not apply below expectations. expected standards.
omments e
',  How productive Is the 1 criticat 0 O O O
employee? {Quality of .
work?) Accuracy? 3 Applies Work usually has errors of such ~ Wark is basically correct, bt Accurate when and where it Always accurate at all levels
[ Does not apply Ql;::::?na“r:d magnitude as to gccasionally lacks sufficlent really counts, may have soma  and during all phases of
q @ results. etall to classify as a minor flaws that donot affect  completion; a viable standard of
professional iob. the work bul merely prevent it excelience.
from being 1abeled ag
outstanding.
Comments
a How productive is this [ critical 0 0 0 0O
person? {Job
knowledge?) O Applies Knowledge |s limited to certain General knowledge is sufficient  Broad general knowledge and  Exceptional knowledge
[ Does not ang areas; syfficient tohandle only  to handle most tasks covering ~ expertise In most areas; can sufficient to handle any
pply routine tagks, all areas of the job. handle advanced and unusual  assignment, sven the most
fasks, compiex,
Comments
4. How well does this [ critical ! O O 0
person initiate work?
(Starts assignments n Applies Requires repetitive direction Demonstrates some seif. Exhibits above averags Displays extracrdinary initiative;
without prompling? 0 and instryctions to complete starting characteristics. inftiative but not consistently; a self-siarier With a great
Independently con- Does not apply task. generally tharough. motivation 10 complete desired
tributes ideas and Objectives promply.
completes projects?)
Comments

5, How weil does this

person adapt 1o changes

In work situations?
({Easily adjusts to new
people, ideas, and
procedures?)

Gomments

[ Criticat
) Appties
[ poes not apply

O

Adjusiment Is unacceptable and
may need some improvement.

O

Adjusts salistactorily within
necessary time-frame.

O

Adjusts quickly.

O
Thrives on change; adjusts very
rapidly.




TYRTHES b PIETIITIY Wil TRgard W VVUIK prans ana work penaviors rians m gewan, consers Fianning 1s excepuonaiy
wo:!k?ﬁ (ﬁzt o‘t?)leh:ﬁves 1 Applies objectives or priorities. are consistent with group objectives and priorities, comptete in relation to
anc p 0‘ ::curc::?c?e [ Does not apply objectives and prioritles. adjustis readily to new tasks objeciives and priorities.
ﬁ;’;‘:’;ﬁié ctves?) required, Identifies potential probiems and
follows up effectively,
somments
7. How well does this 0O critical O 0 0 D
parsen analyze prob- .
lems and make deci- 3 Applies Ineffective, makes only routine  Usually makes contributions in ~ Recognizes when additionat In addition to obtaining and
slons? (Identifies/ r not 200! decisions. the definition and solution of Infarmation Is required for non-  evaluating pertinent information
evaluates relavant Does not apply problems. Makes decisions routine decisions. Makes and making sound and timely
Issues? Timely? based on the information at timely and effective decisions.  dedisions, is exceptional at
Effective? Takes hand. considering fong term effects of
appropriate risks?) decisions.
Comments
8. How dependable is this
employee? {Attendance? L Critical Ll t [ O
Punctuality?) L] applies Attendance and/or punctuality is  Attendance and/or punctuality  Good attendance and/or Exceptionally reliable, rarely
0 unaccepiable, Is generally acceptable but at punclyality. Seldom absentor  absent or tardy.
Does not apply times is below average causing  tardy.
some disruption of work
activities,
Comments
9. How well does this O criticat M 0O O 0
rson work with other .
g:op!e? (Bullds effective | Applies {s the source of friction at times.  Gets along with supervisors Respects and is respected by  Strong positive force in work
and peers. Strives to achleve others. Reguiarly provides group, provides appropriate
refationships? [ poes not apply the work groups’ objectives assistance, reinforcement and
Accomplishes work g i ’
through/with others?

Effectiveness in groups?)

support to others.

support and assistance to
others even in time of high work
pressure, Can be counted on fo
maintain positive working

relationships.
Comments
10.  How well does this [ criticat O 0O t u
person communicate Generally has difficuity Generally clear, 1o the point Very good communicator, Very clear and convincing in
with others? (Verbally?) L] Applles explaining polnts and clarifying  and understood, Clarifies massage Is very clear and communications, maintains
[ poes not apply these points when questioned. points when questioned. concise and can he logic and clarity in pressure
undarstood with ease. sltuations,

Comments




Person CR———-te

O WG

-

= o}
. : Should strive to improve overall  wmm writing skills. Regularly Writing is organized, concise, Superior writmms, 10 the_
with others7 Twitten?) 01 Appies writing skills to minimize errors prepared documents are complete and meets stated point, concis!a, with an effective
L] Does not apply and incompleteness. logical, complete and objectives, Prepares clear, and persuasive style. Can
acourate. logical communications on medify style to fit the purpose of
comptex subjects, communication.
Comments
12, ::g;ﬂgz:se‘hifo_ [ criticat O O O O
ductivity? (Dg,egates O3 Applies Fails to establish goals and Establishes specific goals, in addition to the previous In addition to the previous block,
tasks to get the job 0 procedures. Employees are objectives and procedures, block, emphasizes high quality  makes best use of subordinates’
done? Uses staffing Does not apply generally unclear on follows up on assignments, and quantity of work, attributes, involves employees
efficiently?) performance expected. provides feedback. establishes specific goals, In identifying and solving
cblectives and procedures; problems.
keeps subordinatas informed
and provides feedback,
Comments
13. How well does this O eriticat 0 0 0] .
person manage )
resources? {Uses E} Applies Requires review to control Stays within budget; maintains Operates within the budget, Not only stays within budget,
financial resources 3 Does not apply expenses. cosi effectiveness. Initiates cost savings. but is a real teader in developing
efficiently? Meals cost savings without
budgets?) jeopardizing the work.
Comments
14. How well does this M critical O O " ]
zz;se?gpaspg;?;?;?: s? O Applies Does not complete perfor- Provides assessment and Accurate and effective
{Accurately assesses mance review on fimely basis.

performance and gives
feedback? Cross-trains
subordinates?
Employees are pro-
moted to other
positions?)

Comments

] boes not apply

Ineffective in providing
feedback and training.

feedback to employee on
fimely basis. ldentifies weak
points and suggests means for
employee improvement.

assessment of employee(s).
Provides opportunities for
irmprovement on weak points
and for obialning career goals.
Develops promotabie
employee(s).

In addition to previous block,
provides appropriate appraisal
and development of employees
and develops possible suc-
cessors. Consistent record of
promotable employees,




PEIDLAE NIESL Biipuy =
ment, employee and
labor relations poli-cies

1 Applies

Is inconsistent, shows minimat

is aware of policies and

Is aware, consistent and

In addition 1o previous biock,
regard for sound employee objectives relative to effective in administration of creates a positive atmosphere
and objectives? L Does not apply refations practices. employment and employee/ City policies and objectives with employess, has credible
(M.O.U.’s, City, depart- labor reiations. Usually relative to employment and relationships and effectively
mental potieles.' & adheres to procedures and is empioyae/labor relations. responds to employees’
procedures & 8.0.P.'s) consistent in handiing people problems.
problems. May need some
improvement.
Comments
16. How well does this M
Critical | ! O
persen manage cross- . X . L]
organization relations? ] Applies ts source of some friclion, fails  Cooperative; responds in an Very cooperative; accurate, Extramely cooperative,
(\o\fith other t?epgmments? O Does not apply o recognize others’ needs, accurate and timely manner, thorough and timely in Provides any assistance
With other divisions?) response; at times will put requested: Is viewed as a real
other's needs ahead of histher  team player,
own.

Comments

17.  How well does this O crn cal 0 D 0 ]
person deal with the
public/customers, D Applies Shows little l"eSDect.tu the Has some problems or is Is personable and projects Does an excellent job; can
including sensitivity to bublic. Projects an image of

cuttural diversity issues.

[} Does not apply

being too busy to be

interrupted. Does not take the
initiative to answer customers’
questions. Waits for someone

refuctant to talk to public.
lL.acks self-confidence in
answering questions and, if
possibie, will avald public
contact,

seif-confidence in dealing with
the public. Is willing to take
the time to answer questions
completely,

handle any situation. If question
cannot be answered, will direct
customer where to find answer
or will make Inquliries yntil

customner Is satisfied.
alse to do the job,
Coriments
18. How well doas this 7 critical | ! O [
on oper.
E:arlgn talm ate r:::t? 0l Applies Disregard for care and Lacks good judgment in Adeguate maintenance and Demonstrates maximum and
P operation of equipment. operation and care of operation of equipment. proper maintenance and
{3 Does not apply equipment. operation of equipment,
Comments
19. How well does this D Criticat D D D D
Deifis?“ gdhere to safety [ Applies Has little concern for own safely  Occasionally forgets standard Follows proper safety Takes extra precautions to
policies or for safety of others. safety procedures,

Comments

O Does not apply

procedures.

ensure safety for all.
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1eck the box that is most descriptive of the emplayee's overall job performance. This evaluation should reﬂecit supervisor's appraisal of the results the employee
shieved in Part |, the evaluations given o job behaviors in Part Il, and the results of any previous action pians listad in Part VI,

a1

Performance 1s con-siderably
below standard and is
unacceptabie.

02
Performanca s less than
standard and improvement is

neaded in several areas. This
may be due lo inexperience or

a decrease in performance
level,

a3
Performance meets minkmum
requiraments. Dutles and
responsibilities are performed
with gatisfactory resuits.

04

objectives. Accomplishes
assigned tasks. Nomaal
problemsisituations are
properly considered and
generally well handled.

Performance meets or exceeds

05

Pearformance constitutes

Initiative Including high guality

and quantity. Emplovee not
only fulfills job requirements,

Above standard in most areas.

06
Performance is consis-tently
characterized by work of
exceptionally high quality,
Employee Is repeatadly makiry

skills and abilities suitable for promotion at this time.
Not promotabie. See Pert, Improvement Plans

Employee demonstrates some skills and abllities
suitable for consideration for promotion.,

Employee demonstrates significant skills and abilities
suitable for consideration for promotion.

PART V - PERFORMANCE IMPROVEMENT PLANS

significant contributions In ail
but frequently contributes more  areas of job dutles, which are
Results are good to very good. than the assigned share, tar above requirements for the
Results are commendabile. position and the assigned
goals and objeclives. Results
are clearly outstanding.
PART IV - PROMOTABILITY INDEX (Optional)
0 O
|[Employee currently does not possess/demonstrate

Identify Development Action Plans that can aid in improving employee’s job performance, career growth or promotability potential during the coming year.



JART Vi - GOALS AND OBJECTIVES FOR NEXT PERFORMANCE APPRAISAL REVIEW PERIOD

Jst specific goals and objectives to be accomplished in the naxt appraisal review period. Thay should be measurable and results-ariented to parmit an accurate
svaluation.



ART Vi1 - IBOYEE’S COMMENTS AND SIGNATURE

e contents of this form have been reviewed by me. My comments are shown below, as applicable, regarding career goals, agreement or disagreement with this
praisal. 1 understand that { may choose to comment on any section of the appraisal,

Employee's Signature:

Date:

Signature does not necessarily indicate agreement with appraisal, but does acknowledge that appraisal was conducted and that employee has reviewed the appraisal.
Supervisor's Signature:

Department Head's Signature:

Next L evel Supervisor's Signature;

Gperfrm.rev
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CITY OF RIVERSIDE

PERFORMANCE APPRAISAL

Name:

Department:

Position Title:

Supervisor's Title:

Date of Last performance Review:

Due Date of this Performance Review:

Review Period:

Next Review Date:

Date Started In Current Position: Supervisor's Title:
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A.

Objectives Accomplished

List the specific goals and objectives accomplished by the employee during the appraisal period, compared with the resuits expected from
goals established in the previous appralsat (Part Vi, or In other statement of goals and responsibllities from job descriptions, etc,

Additional Accomplishments

List any exceptional accomplishments not shown In Section A above that the employee achleved and which deserve recognition during
the appraisal period.

Unaccomplisheod Objoctives

List the specific goals and objectives not accompiished by the emplovee during the appraisal period, compared with the expected resuits

as defined In the previous appraisal (Part Vi), or another statement of goals and responsibiiities from job descriptions, etc. State why the
expected results were not achieved.



gehaviors Applicabliity Evajuation

4.  Mow productive is 1 critical o 0 0- =~ )
the emplovee? o Quantity of work com- Meets and occasionally consistently produces Always exceeds/oroduc-
tQuantity of work?) Applies pleted Is not acceptable. exceeds standards, rarely  high volume, frequently tivity standards, objectives
Work combleted on O poes not apply below expectations. exceeding expected - and goals.
time? standards.

comments

2. How productivels O critical O n 0 )
fgga?!?vpc:{;‘ﬁg:m O applies Work usually has errors of work 1s hasically correct, Accurate when and where  Always accurate at all levels
Accuracy? . such quantity and magnl- but occasionally facks suf- it really counts, may have  and during all phases of

[J poes not apply tude as to question the ficlent detall to classifyas  some minor flaws that do  completion; a viable
resulfs, a professionat job. not affect the work but standard of excellence.
merely prevent it from
belng labeled as
outstanding.

comments

3. How productive is [ critical 0 O 0 s
,E?,'f,w",fjggg, tiob {1 Applies Knowledge Is limited to General knowledge Is Broad general knowledge  Exceptionat knowledge,

certain areas; sufficlent to  sufficient to handlemost  and expertise In most. sufficient to handle any
3 poes not apply handie onty routine tasks. tasks covering aill areas of  areas; can handlg assignment, even the most
the Job, advanced and unusual tompiex,
tasks.

comments

4. How well does this 1 critical . 0 0 0 0
gﬁ;ﬁg;gg?‘t:;gggk? O apptles Requlres repetitive direc- Demonstrates some seif- Exhibits above average Displays extraordinary
without prompting? . tion and Instructlons to starting characteristics, Initlative but not con- initiative; a self-starter
Independenu\;’ on. L Doesnot anpty compiete task. sistently, generalty with a great motivation to
tributes ideas and thorough. complete desired objec-
completes projects? tives promptly.

comments .

5. Howwelldoesthis [ critical 0 O O 0
gg;f;’g';:?;gf t O Aoplles Adlustment Is unaccept-  Adjusts satisfactorily Adjusts quickly, Thrives on change; adjusts
situations? (ansllv 0 labie and may need some within necessary time- very rapidiy.
adjusts to new Does Not apply mprovement. frame,
people, ideas, and
procedures?

Comments




person sl

Minimat planning with AN ans and work Plans In detall, considers Planning is Sdaie nally
organize weemmsSet  [J Applies regard to oblectg!ves or WEmmOr are consistent objectives and priorities,  compiete in rasEEil to
objectives ana priofl: M poec not apply priorities. witn group ohjectives and  adjusts readity to new oblectives and priorities.
ties? Manage per- priorities, tasks required. tdantifies potenttal prob-
sonal resources to lems and follows up
meet objectives?) effectively.

Comments
7. How well does this O critical (] il O O
person analyze prob- 0 lles Ineffective, makes only Usually makes contrl- Recognizes when In addition to obtaining
iems and make decl- App routine declsions. butlons in the definition additional Informationis  and evaluating pertinent
S'OT}S? tdentifies/ 0 poes not apply and solution of problems,  required for non-routine  Information and making
:ava uates f"-'e"?a“t Makes declslons based on  decislons. Makes timely  sound and timely decl-
stfllei‘:vﬂ?mf*zes the information at hand. and effective declsions. sions, is exceptional at
Effectiva? Ta considering long term
appropriate risks? eftects of declsions,
Comments
8. Howdependable Is 1 critical ] .} O O
}R!':i emptove?e? [J Applles Attendance and/for Attendance andior punc-  Good attendance and/or  Exceptionally rellable,
Pu e?dauch) punctuality Is tuality Is generally accept-  punctuallty. Seidom rarely absent or tardy.
neiuality 7 poes not appty unacceptable. able but at times Is below  absent or tardy. '
avarage causing some dis-
ruptfon of work activities,
Comments
9. HOW well doss this [J eritical 0 O O O
person work with 1 apoll Is the source of frictlonat  Gets along with Respacts and Is respected  Strong positive foree In
other people? ppies times. supervisors and peers. by others. Regularly pro-  work groun, provides
{Bullds effective 0 poes not apply Strives to achieve the work  vides assistance, rein- appropriate support and
retatlonships? groups’ objectives, forcement and support assistance to others evenin
Accomplishes work to others. time of high work pressure.
through/with others? Can be counted on to
Effectiveness in maintain positive working
groups? relationships.
comments
10. How welt does this [ critical 0 0 B O
pf{ts‘ont a:om;nunicate O] Applies Generalty has difficuity Generally clear, to the Very good communica- Very clear and convincing
:’mrbol g{s P explaining points and point and understood. tor, message is very clear  In communications,
alty ] boes not apply carlfying these points Clarifles points when and congise and can be maintains loglic anad clarity
when guestioned, questioned.

Comments

understood with ease.

In pressure situations.




11.  How wallEBas this

O critieat U o -
person vymmmamicate ] should strive to improve NI writing skitls, Regu-  Writing Is organized, Superior wrmmm——s, 10
with othovem Anplies overall writing skiVs to W prepared documents  conclse, complete and the noint, commmer with an
awritten?) 0 ooes not appiy minimize errors and are logical, complete and meets stated ohjectives. effective and persuasive
incompleteness. accurate. Prepares clear, logical style. Can rhodify style to
communications on fit the purpose of commu-
complex subjects. nication,
Comments
12. Howwslidoesthls [ enpeal a a a a
5321?\;; br;;ar:ggfza u;ct;s O3 Appiies Falls to establish goals and  gstablishes specific goals,  In addition to the pre- In addition to the previous
tasks ta get tga ?ob procedures, Employees  objectives and proce- vloys black, emphasizes  block, makes best use of
done? Uses staffing T boes not apply are generally unclear on dures, follows up on high quatity and quantity  subordinates' attributes,
efficlentiy?) performance expected. assignments, provides of work, estabiishes Involves empiloyees In iden.
feedback, sbheclfic goals, oblectives tifying and sofving
and procedures; keeps problems.
subordinates informed
ana provides Feedback,
Comments
13. How well does this 3 criticat a 03 0 0
?:;33?3&?"?3&5 [ anpiies Requires review 10 control  Stays within budget; Cperates within the Not dnly stays within
© financial respurces expenses. malntalns cost effec- budget, Inltiates cost budget, but Is 2 real leader
efficlently? ‘:}l’e ots {3 toes not appiy tiveness. savings. in devetoping cost savings
budgets ﬁ&m Jeoparaizing the
comments
10, How well doesth’s [ ericat O O - Q U
5255:‘2 ai’&”"'jﬁ"" O Appties Does not complete perfor-  provides assessmentand  Accurate and gffective tn addition to previous
hates? "{ Ac or tely mance review on timely feedback to emploveeon  assessment of employ- block, provides approp-
s Ct;ra_ O poes not apply basis. ineffective In timely basls, wdentifies eeis), pProvides opportu- riate appraisal and devel-
B e 2 ggr :";5 ; providing feedback and weak points and suggests  hities for improvement opment of emplovees and
s glv . training. means for employee on weak points and for develops possible sue-
sl %r'o sy improvement, ohtaining careger goals. cessors, consistant record
rdin Develops promotable of promotable employees.
Employees are pro- emploveels)
moted to other ‘
positions?

comments




P DU T WA S YT

ment, o EEERe and

01 appties

15 inconsistent, shows

maware of policles and

Is aware, consistent and In addition aeelgyious
1ab ) i minimal regard for sound mmmctives refative to effective In adminis- block, creatvimwsitive
3 or :;3 %tﬁg’%s; [0 poes not apply employee relations =mployment and tration of City policies atmosphere win
:3 wﬁﬁ; 5 c'1t$° depart- practices. employeellabor relations.  and objectives retative to  employees,:has credibie
ment) 60HCF;35 &D Usuatly adheres to pro- employment and retationships and effec-
procedures & 5.0..¢) cedures and s consistent employeeflabor relations.  tively responds to
L in handling peopie prob- emplovees' problems.
lems. May need some
improvement.
Comments
16. How well does this 0 ci'itlcal 0 O 0O ]
5?5;%%2‘&”399 cross- O Appties Is source of some friction,  Cooperative; respondsin  Very cooperative: Extremely cooperative.
refations? GWith falls to recognize others' an accurate and timely accurate, thorough and Provides any assistance
other departments? ] poes not apply needs, manner. timely in response; at requested; 1s viewed as a
with other divislons?} ' géne%igﬁgggto?%‘:;;; real team piayer.
own.
Comments
17. How well does this O critieal O | 7 1
gﬁg?c?c?igg{gmgpsme O Apples shows little respect to the  Has some problems or Is 1§ personable and pro- Does an excellent job; can
including s ensltlv’ltv . public. Projects an Image reluctant to talk to pubfic.  lects seif-confldence In handle any situation, If
to cultural diversity [ ooes not apply of being too busy to be Lacks self-confidence in. dealing with the public. Is  question cannot be
issues: Interrupted. Does nottake answering questions and, willing to take the time to-  answered, will direct
. the Initiative to answer If possible, wift avold answer questions customer where to find
customers' questions, public contact. completely. answer or will make
Walts for someone aise to Inquirtes untii customer is
do the job, satisfied, :
Comments
?8. How well does this D Criticat G [:} D []
gfa?not';ig’;eégttg n?zggt? O aAppties Disregard for care and Lacks good Judgment in Adequate maintenance  Demonstrates maximum
operation of aquipment, operation and care of and operation of equip- and proper malntenance
[} poes not appty equipment. ment, and operation of equip-
ment.
comments
19. How well does this O critical O O - O "
person adhere to ;
safety poficies? O Applies Has tittle concern for own Gceasionally forgets Follows proper safety Takes extra precautions to
safety or for safety of standard safety procedures. ensure safety for all,
{7 poes not apply others. procedures. .

Comments




‘heck the hllEiat Is most descriptive of the empioyee s OVEI il JOU PUGEBLNIANHLE. 1HID SYGIIGUIIT 3T FIUIU T L1t SUat VIow o U b e——n o S o
esuits the ermuvee achleved In Part |, the evaluations given to job berammEs In Part 1, and the results of any previous action plarmmmmd In

art Vi
01 0?2 o3 a4 as 06
performance Is con- Performance Is less than Performance meets Performance meets and Above standard In most Performance is consls-
siderably below standard standard and improve- minimum reguirements, exceeds objectives, areas, Performance con- tently characterized by
and Is unacceptable. ment Is needed In several  Dutles and responsibilities

areas. This may be due to
Inexperience or a
decrease In performanca
level,

are performed with
satisfactory resuits,

Actomnplishes asslgned
tasks, Norma! problems/
sltuations are properly
considered and generally
well handled. Results are

stitutes initlative incitiding
high quality and quantity,
gmployee not only fulfiils
lob reqiiirements, but
frequently contributes

work of exceptionally high
guality. Emplovee is
repeatedly making signi-
flcant contributions in ait
areas of job dutles, which

good to very good. more than the asstgned are far above requlire-
share. Results are ments for the position and
commendable, the assigned goals and
oblectives, Resuits are
clearly outstanding.
PART IV - PROMOTABILITY INDEX (Optional)
0 0

gmplovee does not demonstrate skills and
abifities suitable for promotion at this time.
Not promotable. See Actlon Plan Part Vvi.

Emplovee demonstrates some skiils and
abillities suitabie for consideration for
promotion.

Employee demonstrates significant skills and
abfiities sultable for consideration for

promotion,

PART V - PERFORMANCE IMPROVEMENT PLANS

Identify Development Action Plans that can ald In improving employee's job performance, career growth or promotability potential during

the coming vear.




PART VIRALS AND OBJECTIVES FOR NEXT PERFORMANSHRPPRAISAL REVIEW PERIOD

List specific goals and chjectives to be accompiished In the next appralsal review period. They should be measurable and resuits-oriented to
permit an accurate evaluation.



JART Vil MEELOYEE'S COMMENTS AND SIGNATURE

‘he contents of this form have been reviewed by me. My comments are shown below, as applicable, regarding career goals, agreement or
jisagreement with this appraisal. | understand that 1 may choose to comment on any section of the appraisal.

Employee's Signattire: Date:
signature does not necessarlly Indicate agreement with appralsal, but does acknowledge that appraisal was cond '
has reviewed the appralsal. ? o ucted and that émpioyee

Supervisor's Signature:
Department Head's Signature:

r e ——r

- Next Level supervisor's Sighature:

sperfrm.rev



04

SNOILONALSNI
1VSIviddyY 3ONYINIO4d3d



i"ﬁé”?i’]’é’é’é‘mtv Of Riverside Is the direct result of the contribut he City's goals and objectives through the accompi TS ot

its employeeN ployees should know how they are performing In th rent position, what thelr strengths and shortcomin and
what they can do to advance. The City of Riverside belleves that the Performance Evaluation Program is an effective way to monitor
performance and to motivate, gulde and develop emplovees. :

Every employee shou

ave fmance apra sal annuall or at 3 and 6 month

probation periods. Interim reviews are for appraisals tha
fall outside the normal review cycle.

. Pre-Review

Prior to compieting appraisal, think about accountabllities

of this position and the specific goals and objectives set for the employee
during the appralsal period and how well the employee und

erstood them, Also consider how you expected the resuits of the Job to be
done. You and the employee should have a common understanding of expected accomplishments during the rating period, given

avaliable resources and environmental obstacles. When there are differences in expectations between employee and supervisor, attempt
to reconcile the differences, but keep In mind the final decision on Job expectations remains with the supervisor,

The Ideal time for a supervisor and the employee to reach a common understanding on expected accomplishments is at the beginning
of the next appraisal perlod. periodic updates, additions, deletions,

and/or changes in expected accomplishments and apniicabiiity
of job behaviors may be required during the appralsal period. In Instances where additional space Is required to complete any section
of this appraisal, attach additional pages as necessary. '

2. Complete the Annual Performance Appraisal
Part { - Key Resulits

A, Objectives Accompiished

List the established goals and objectives found in Part Vi of the previous appraisal. Goals and objectives shouid be established
for employees entering a new Job. If not pre-established, define Job elements and results expected.

B. Additional Accomplishments

This section may be used to list achievements and to provide special recognition for the employee not shown In Section A above,
c. Unaccomplished Objectives

Complete when specific goals and oblectives expected were not achieved.

1



part rSEHD Behaviors

A, In the column labeled "Applicabliity,” supervisor Iindlicates how each Job behavior applies In evaluating the empioyee's job
performance based on how the job is designed and what the employee Is expected to accomplish.

B. Using the column labeled "Evaluation,* check in the appropriate box the level of performance you believe the employee has
demonstrated over the past vear In each critical or applicable behavior,

C.

If you feel a comment is important, use the space provided under each job behavlor.
Part 1l - overall Evaluation of Performance

The supervisor checks appropriate “overall’ rating level as defined, describing employee's performance for this appraisal period,
Part IV - promotability index

Part V - performance Improvement Plan

identify a Development Actlon Plan for employee, as appropriate.

Part Vi - Goals and Objectives: Next Appraisal Period

Define new goals and objectives for the next rating period with employee's input where feasible,

Part Vil - Employee's Comments and Signature/supervisor's Signature/Next Level Supervisor and Department Head
After proposed appraisal Is complete, the Supervisor discusses the form and gains concurrence with next level supervisor.
Part Viit - Comiplete Appraisal: Obtain Employee's Comiments and Signature

Discuss the contents of the appraisal with the employee. Obtaln the employee's comments on the appraisal, if any,

and request the
employee’s signature. The reviewing supervisor and next fevel of supervision Involved in the review should read the employee's
comments and sign the form.

Part IX - Completed Appraisal Submission

After appraisal Is completed, Initlate appropriate salary action using the salary change form. Attach the performance appralsal and
forward it to the Human Resources Department. The Human Resources Department will retain the performance appraisal In the
employee's personnel file.

12



